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CLOSE REQUISITION THROUGH WORKBENCH

Overview

The Purchase Order, (PO) must be closed before the Requisition. This is new in 8.9.

Closing the Requisition will complete the PO process and release available Pre-encumbrances. Once a
Requisition has been closed it cannot be opened again. [DO NOT CLOSE A Requisition IF YOU
EVER INTEND TO USE IT AGAIN].

If the Requisition is associated with a Purchase Order, the Purchase Order will need to be closed first.
If the Purchase Order is not finaled any available encumbrance will be reinstated on the Requisition
(pre-encumbrance). This is not a problem, as long as you intend to close the Requisition.

Closing the Requisition resets your Requisition Header status to Complete, your line status to complete
and your budget status to ‘Not Checked’. The benefit of this status change is that completed
requisitions no longer appear in your list of available requisitions when you access requisition pages in
update or display mode. These completed requisitions are also removed from the view in many other
situations in which the available options have been set to exclude completed or canceled requisitions.
Removing these requisitions from these prompts improves system performance and decreases the time
required to find requisitions that you must modify.
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Close a Requisition (s)

Navigation: Purchasing>Requisition>Reconcile Requisitions>Reconciliation

Workbench

Requisition Recon WorkBench
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value {_Add a Rew Value

Business Unit: I: 'I |ognoo] Q
WorkBench ID:| hegins with j |

Description: |begin5 wiyith j|

[ Case Sensitive

Search | Clear | Basic Search Save Search Criteris

Find an Existing Value | Add 3 Mew Value

Input the BU, Workbench ID and click Search |, [f it is the first time the user has run this
process, a Run Control ID must be created.

COR131 PO/Req Closing Manual
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Filter Option Page

Feconciliation WorkBench
Filter Options
Business Unit: o9000 WorkBench ID: REC_RECON
Description: REQ CAMNCELLATION
Enter search criteria and click on Search. Leave blank for all values.
Search Criteria
Requisition: IbQEIEIEIEIEIEIEI“I A To IIZIEIEIEIEIEIEIEIEQ ')
Req Date: I El Until: I El
Activity Date: | EN. P [ 1
Due Date: I B To: I B
Vendor ID: [ Q
ftem I0x: I Q,
Requester: | Q
™ open ¥ Approved [T Lines Approved [ cancelled [ Denied
™ Pending Appr
L ot I e o B gl =t ph ke L oand
¥ Source ;
r Open Pre-encumbrances :
GL Unit Account %l“ it Funi Type % Dept Bud BRef CFDAZ
| Q| al & Q| Q| al &

Search | —
Eeturn to Reguisition Workbench
[Z] Motify |

Above is the Filter Option Page. This page allows the user to enter selection criteria for the
Requisitions to display on the Requisitions Reconciliation Workbench Page. One Requisition
can be selected by inputting the Requisition number in the Requisition ID fields.

S WL LWL, B

Input the selection criteria.
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Filter Option Definitions

Requisition-Range of requisitions to close

Req Date-The date on the Requisition.

Activity Date- The system updates this date on the requisition when you save your requisition
Due Date-Date product is due

Vendor ID-Vendor on the Requisition

Item ID-Item ID on the Requisition

Requestor-User who created the Requisition

Status-Requisition Status

Sourcing-The sourcing status of the requisition. This status can be found on the Requisition’s
sourcing control tab. If the status is sourcing complete then the “Radio Box” must be checked.

¢ Open Pre-encumbrances-This check box enables you to search for requisitions that are tied to
purchase orders with an open balance.

¢ Chartfields-You can enter multiple ChartField combinations as search criteria

Once you have selected your criteria, click ﬂl located in the bottom left hand corner of the
page.
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Reconciliation Workbench

Reconciliation Workbench
Business Unit: 08000 WorkBench ID: REQ_RECOMN
‘Description: [REG CANCELLATION
Select Regs for Further Processing
List of Requisitions C nize | Find All Download First El1-'1III-
Requisition ID Doc Status  Status old Budget Status Req Date Last Activity Hame %&E
[ 0900000001 Approved I+l Yalid 110372003 11004i2003
[ 0900000003 Approved I+l Walid 120222003 0&ai27iz004 Garry Gearge 3
[ 0900000004 Approved I+l Yalid 1212472003 0B04i2004 Riley Shaull
: ) Robert
[~ 0900000010 Anproved I Walid 022672004 1262802004 Shepherd f
[~ 0900000012 Apnproved M Yalid 030172004 02mei2004 Garty Gearge
: . Robert
[ 0900000014 Approved I+l Walid 03Marz004 0352004 Shepherd
[~ 0900000018 Approved I+l Yalid 0452372004 045232004 Fisloeit
— Shepherd
[~ 0900000019 Approved I+l Walid 0453052004 04r30i2004 Garry Gearge
[~ 0900000022 Approved I+l Yalid 060472004 1202812005 Garry Gearge
[T 0400000024 Anproved I Walid O7ie/z2004 Qam4iz004 Riley Shaull
YIselact Al Clear Al

To review all requisition in your results click View All Link.
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Reconciliation Workbench

Business Unit: 08000 WorkBench ID: REQ_RECORN
‘Description: IREQ CANCELLATION

Select Reqgs for Further Processing

List of Requisitions

Requisition ID  Doc Status  Status Hold Budget Status

[ 0900000001 Approved M Yalid

[T 0900000003 Approved I Yalid

[~ 0900000004 Approved M Yalid

[ 0900000010 Approved I YWalid

[~ 0900000012 Approved i Yalid

[~ 0900000014 Approved I Walid

[~ 0900000018 Approved I Walid

[~ 0800000019 Approved M walid

[ 0900000022 Approved I YWalid

[T 0800000024 Approved M walid

[ 0900000028 Approved I YWalid

[T 0900000035 Approved M walid

Req Date

114032003
1212272003
12/24/2003

0212652004
0310172004

03902004

04/23/2004

04/3002004
06/04/2004
0792004
10/05/2004
0142002005

11/04/2003
04572772004
06/04/2004

122972004

03r09/2004

0352004

0472372004

04/30/2004
12/28/2005
08042004
101172004
03072005

Garry George
Riley Shaull

Rabert
Shepherd

Garry George

Rohert
Shepherd

Rohert
Shepherd

Garry George
Garry George
Riley Shaull
Garry George
Jan Hall

Change

order Lines

3 =l

B =
B

3 =

e Review the Doc Status by clicking the Doc Status Icon B,
e Review the Requisition Line by clicking the Requisition Line Icon =l

To select the individual Requisition to be closed, click the “Radio Box” [ located to

the left of the PO.
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Reconciliation Workbhench
Business Unit: 08000 WorkBench I REG_RECOMN
‘Description: |REQ CANCELLATION
Select Reqs for Further Processing
List of Requisitions C nize | Find
Requisition ID Doc Status  Status old  Budget Status Req Date Last Activity Name %ﬁ'ﬁ Lines
DQDDDDDDM Approved I Walid 1100372003 110452003 E|
[~ 0900000003 Approved M alid 1212212003 05i2742004 Garry George 3 =
[~ 0800000004 Approved N Yalid 12242003 060452004 Riley Shaull [E]
: ) Robert =
[~ 0900000010 Approved &l Walid 0272652004 1202952004 Shepherd 5} =
[~ 0800000012 Approved N Yalid 03/01/2004 030952004 Garry George =
: ) Robert =
[~ 0900000014 Approved &l Walid 03Mar2004 03 ar2004 Shepherd =
: ) Raohert =
[~ 0900000018 Approved I Walid 0452352004 04r23r2004 Shepherd =
[~ 09000000189 Approved M alid 04/30/2004 04i3002004 Garry George =
[~ 0800000022 Approved N Yalid 06/04/2004 1202812005 Garry George =
[~ 0900000024 Approved i Walid a7M9r2004 08i4r2004 Riley Shaull =
i ngennneesg Anprovad. . Mo alidy e 0052004 JANRTI004. . Garry Gaoras. s s R =
1 e s o =] PRy 4] S R PRI Xl T | kel o LU arly o) MY el Je 1 1=
[~ 0900000043 Appraved I Walid 071272005 g 2i2005 Jan Hall 1 =
[~ 0900000046 Appraved I Yalid 08192005 09 7i2005 Garry George 1 =
[~ 0900000047 Appraved I Walid 091012005 10472007 Jan Hall =
[~ 0900000048 Appraved I Yalid 1000472005 Q492007 Jan Hall 1 =
[~ 0900000049 Appraved I Walid 011032006 010672006 Jan Hall =
[T 0900000050 Approved I Walid 01f2372006 03f01/2006 Jan Hall |§|
[T 0900000052 Approved i Walid 03f02/2006 03r26/2006 Jan Hall 1 |§|
[T 0900000053 Approved I Walid 031 Ti2006 0372872006 Jan Hall 2 =
[T 0900000054 Approved i Walid 0352472006 0410372006 Jan Hall 1 =
[T 0900000055 Approved I Walid 0401172006 11/08/2006 Jan Hall 1 =
[~ 0900000058 Approved &l Walid 06f27i2006 07212006 Jan Hall 2 =
Ysalect Al Clear Al
Action: Apprave | Unappmvel Cancel Close
Go To: Setfiter options  Yiew Processing Results
Save |
[=] Matity |
To select all the Requisitions, click the Select All Link.
s ege . Clozse
After the requisitions have been selected, click —I .
COR131 PO/Req Closing Manual Page 10 of 77
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Reconciliation Definitions

e Approve-Not available. Workflow is used to approve Requisitions

¢  Un-Approve-Click to put the requisition in a pending status. Requisition will need to be
approved again.

¢ (Cancel- Click to cancel the selected requisitions and all lines.

¢ C(Close- Click to close the selected requisitions to further processing. Requisitions that are
associated with purchase orders which have not yet been closed will be available to close.

COR131 PO/Req Closing Manual Page 11 of 77
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Processing Results

Business Unit: naooo WorkBench Il REQ_RECOMN

Description: REQ CANCELLATION

Select Reqgs for Further Processing

Accounting Date for Action: Ib3f3“3':”33 El
(I Update Budget Date Equal to Accounting Date
Not Qualified Yig Al as i viewall  First (1 1901 13 I Last
Requisition ID Log Requisition 1T Line Sched DistribLine
™ 03000000041 = ® 0900000001 3 =
[~ 09pnoooonod | 0g0oaaoom 10 [=]
[~ 0900000012 2] 0g0o0oaoon 13 [=]
[ 0900000014 ] 0gaooaoom 15 [=]
™ 0900000018 g 0g000aoon 16 [=]
0900000019 B 500000001 17 [=]
0900000001 18 =]

[ 0900000022 - 0gaooaoom 19 [=]
[ 0900000024 e 1900000003 B
[~ 0900000028 (=
[~ 0800000038 =
[~ 0800000039 =

¥ Select Al Clear Al

Proceed: Yes | Deleta | Feturn to Reguisition Workhench

If the Requisition is Qualified, click __"®%__. (If not qualified, go to page #55)

Continue to Close Regs (10109,9)

Fes Mo |

To continue click "% . (The Requisition is now being closed).
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Reconciliation Workbench
Business Unit: 08000 WorkBenchIl REQ_RECOM
‘Description: [REQ CAMCELLATION
Select Reqs for Further Processing
List of Requisitions o
Requisition ID Doc Status  Status Hold Budget Status Req Date Last Activity MHame %ﬁ Lines
[v 0300000001 Approved M valid 1170352003 110452003 E|
[¥ 0300000003 Complete K Yalid 127222003 0373152008 Garry George 3 =
[v 0300000004 Approved M valid 1272452003 06/0452004 Riley Shaull =
. ) Robert =
[¥ 0300000010 Complete K valid 0272652004 03/31r2008 Shaphard 4} =
[V 0800000012 Approved I valid 030152004 03/09:2004 Garry George =
. ) Robert =
[V 0800000014 Approved &l Walid 03/15/2004 03/15/2004 Shepherd =
[ 0900000018 Appraved M valid 04/23/2004 04/23/2004 REIIE: =
Shepherd -
[¥ 0900000019 Approved Il Yalid 04/3002004 04/3052004 Garry George E|
[¥ 0900000022 Approved Il Yalid QB/04r2004 1212812005 Garry George E|
[¥ 0900000024 Approved Il Yalid 0792004 08/0452004 Riley Shaull E|
7 09000020288  af=l o o Aonmved e Mgt™  Walab o @ AGNEIN04 e 1087 e GICpOrge e a2 . L[Sl

The status changed from Approved to Complete on the Requisitions that were qualified.

If the Request ion has an available Pre-encumbrance the Budget Status will change to not
checked and will need to be budget checked.
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Budget Check Requisition (s)

Navigation: Purchasing>Requisition>Budget Check

Requisition Budget Check

Enter any information you have and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value Y{_Add a Mew Value

Run Control ID:| begins with j ||

[ Case Sensitive

Search | Clear | Basic Search Save Search Criterig

Find an Existing Walue | Add 3 Mew Walue

Input Run control and click _ 583"h

COR131 PO/Req Closing Manual Page 14 of 77
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[ ReqBudget Check 1\
Run Comtrol Il req_hud Feport Manager Process Monitor R |
First El 1 of 1 |I| Last
(=]
 Once Request Number: 1
& Always ‘Description: budget check req
" Don't Run
‘Business Unit; All i
Req ID: All -
Req Date: All -
Actg Date: All -
Requester ID: All -
Origin: All -
REQ Status: I Some "’I ™ Approved
v Complete
™ mitial
™ Pending
™ canceled
[ open
¢ Description-Input a description if needed
¢ Process Frequency = Always
¢ Req Status = Some
¢ Select Complete Status.
Click R |
COR131 PO/Req Closing Manual Page 15 of 77
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Process Scheduler Request

User ID: RA-WELL Run Control ID: req_hud

Server Name: SLIM: Run Date: IDBB']IEDDS Ei
Recurrence: | =l RunTime: [1239:55FM Resetto Current DatefTime |

Time Zone: I Q
‘Type ‘Format Distribution

Select Description Process Name Process Type
Application Engine  [weh = [T =] Distribution

v Comm. Cntrl. Budget Processaor F5_BFP

]34 | Cancel |

e Server = PSUNX

Click %% |.

COR131 PO/Req Closing Manual Page 16 of 77
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|/ ReqBudget Check
Fun Control I req_bud Feport Manager |F'r|:u:955 Mnnitnr! S
Process Instance:57641 32
" Once Request Number: 1
& Always ‘Description: budget check reg
" Don't Run
‘Business Unit: All -
Req ID: All -
Req Date: All -
Actg Date; All -
Requester ID; All -
Criging All -
REQ Status: I Some 'I ™ Approved
¥ complete
I Initial
™ Pending
™ canceled
[ Open

Click the Process Monitor link to review the budget checking process.
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[ Process List ' SererList |

User ID: [RMAXWELL | QL Type: | =ltast: [ 1 [Days x| Refresh |
Server: I 'l Name: I aQ Instnn-:e:l to |
Run | vl Distribtion | =] ¥ Save On Refresh

Status: Status
Process List [ mize | Find | Wiew: A First E 1cf 1 El Last
Process i Distribution -
Select Instance Seq. Process Type Name User Run DateTime Run Status Status Details
= aTB4132 Apnplication Engine FS_BF RMASNELL 0353172008 12:39:595PM CDT Processing  MIA Details

Go backto Requisition Buddget Check

B save | [=] Motify |

FProcess List| Server List

Click ﬂl to update the Run Status.

[/ ProcessList {_ SererList |

UserID:IRMA}ﬂNELL O, Type: jLast: |_1 IDayrs vl Refresh |

|
Server: I "I Hame: | QL Instnnce:l to |
|

Run | vI Distribution | ¥ Save On Refresh
Status: Status
Process List Customize | Find |view 2l | B8 First (44 5 1 [ Last
Process T Distribution .
Select Instance Seq. Process Type Name User Run Date Time Fun Status Status Details

= 5764132 Application Engine FS_BF RMASWELL 0343172008 12:39:55PM CDT WWarning Fosted

Go hackto Requisition Budget Check

E zave | [Z] motify |

Process List| Server List

Click Details Link.
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Process Detail

Instance: ave4132 Type: Application Engine

Mame: FE_BP Description: Cornm. Chtrl. Budget Processor
Run Status:  Warning Distrilntion Status: Posted

Fun Control I rec_huod " Hold Request
Location: Server " Queue Request

" Cancel Request
" Delete Request
" Restart Request

Server: PSLIN

Recurrence:

Request Created On: 03/31/2008 12:40:43FM CDT Parameters Transfer
Run Anytime After:  03/31/2008 12:39:55PM CDT e Log | View locks
Began Process At:  03/31/2008 12:41.05FM CDT Batch Timings
Ended Process At:  03/31/2008 12:43:50FPM CDT Wiew Log/Trace

(8] Cancel

Click Message Log Link.
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Message Log

Instance:

Name:

5764132

F5_BP

Severity Log Time
10 12:41:06FPM

10 12:41:06FM

10 12:43:45PH

10 12:43:45FM
10 12:43:45FM
10 12:43:45FPM
10 12:43:45PM
10 12:43:45FM
10 12:43:45PM

12:43:51FM

Type: Application Engine

Description: Cormrm. Cntrl. Budget Processor

First E 1-11 of 11 E' Last

Customize | Eind | %iew Al i

Message Text

Commitment Control Budget Processing has hegun,
Begin request number 1 for User ID "RMASWELL" and Run
Contral 1D "reg_bud".

Feguest 1 for "RMAWELL" f'reg_bud” completed
successiully,

Fenquest 1 Statistics. Documents Processed: 8, Errars: 8,
Warnings: 0

Bedgin request number 2 far User ID "EMAWELL" and Run
Caontrol 1D *req_bud".

Mo documents were selected to process for reguest
number 2.

Reguest 2 for "RMa:MELL" f "reg_bud" completed
successiully.

Feguest 2 Statistics. Documents Processed: 0, Errars: 0,
Warnings: 0

Commitment Control Budget Frocessing Complete.

Fuhlished message with Transaction D of 064kbe5al-ffda-
11de-ba21-acaabs to request to have report added in
folder GERERAL

EEEEEREE

To identify the errors, run the Requisition Budget Checking Report.

COR131 PO/Req Closing Manual

Revised May 28, 2008

Page 20 of 77



CORE Oklahoma

Criteria for Closing Requisition

e Requisition must be closed first

e Requisition must have a valid budget checking status

Additional Notes

1. Do not close Requisition if you will need to use the Requisition again.
2. Closing the Requisition will remove it from the Maintain Requisition list.

Requisition Not qualified Messages

MESSAGE DEFFINITION RESOLUTION OVERRIDE
The Requisition is associated with a Purchase The requisition has been e Close PO No
Order that has not been closed. sourced/copied to a PO *  Finale the PO to
and the PO has not been reduce pre-
closed. encumbrance
. Process a change
order to amount
of PO.
Cannot close line with unchecked or error The requisition budget Fix the requisition if | No
budget line status status is in a not checked needed and budget
or error status. check it.
Cannot unapprove a Req that has been The requisition has been | Once the Requisition No
Canceled. canceled so it cannot be | has been canceled
unapproved. nothing can be done to
it.
Cannot unapprove Requisition that has status of | The requisition is in a Since the requisition is in | No
Pending Approval. Pending Approval status | a pending approval
so it cannot be status it has not been
unapproved, approved.
Can't unapprove a Req that has a status of The requisition is in an Since the requisition is in | No
Open. Open status so it cannot | an open status it has not
be unapproved. been approved.
Cannot use Workbench to approve Pending Cannot use the Must use workflow to No

Approval Requisitions when Approval Workflow
enabled.

Reconciliation
workbench to approve
requisition when
workflow is enabled.

approve requisitions

COR131 PO/Req Closing Manual
Revised May 28, 2008

Page 21 of 77




CORE Oklahoma

CLOSE PURCHASE ORDER THROUGH WORKBENCH

Overview

The Purchase Order, (PO) must be closed before the Requisition. This is new in 8.9.

Closing the PO will complete the PO process and release available encumbrances. Once a
PO has been closed it cannot be opened again. [DO NOT CLOSE A PURCHASE ORDER IF
YOU EVER INTEND TO USE IT AGAIN].

If the PO is associated with a Requisition and is not finaled, any available encumbrance will
be reinstated on the Requisition (pre-encumbrance). This is not a problem, as long as you
intend to close the Requisition. If for some reason you are not going to close the Requisition
then Final the Purchase Order.

The PO status will change to complete, line status will change to complete and the budget
status will change to not checked. The benefit of this status change is that completed
purchase orders no longer appear in your list of available purchase orders when you access
purchase order pages in update and display mode. These completed purchase orders are
also removed from the view in many of the other situations in which the available options
have been set to exclude completed or canceled purchase orders. Removing these purchase
orders improves system performance and decreases the time required to find purchase
orders that you need to modify.

Prior to closing a PO, the PO Accounting Page should be reconciled to the PO Activity Page.
This will help ensure that all vouchers associated with the PO have been budget checked and
matched. However, this action will not identify outstanding invoices that have not been
entered into People Soft.
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Close a Single Purchase Order

Navigation: Purchasing>Purchase Orders>Reconcile POs>Reconciliation Workbench

Reconciliation WorkBench
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Y Add a MNew Value |

Business Unit: I: vI |IZI9EIEIEI ﬂ

WorkBench ID: | bedins with j |wu:|rkbenc h

Description:  |hegins with x|

[ Case Sensitive

Search | | Clear | Basic Search [g) Save Search Critetia

Input the BU, Workbench ID and click Search |, [f it is the first time the user has run this
process, a Run Control ID must be created.
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Filter Option Page

Reconciliation WorkBench

Filter Options

Business Unit: 03000 WorkBench ID: ‘“WORKBEMCH
Description: wirkhench

Enter search criteria and click on Search. Leave blank for all values.
Search Criteria

Purchase Order: I— Q To: I— Q
PO Date: I— Eﬂ To: I— Eﬂ
ActivityDate: | B Te: L
[ue Date: I— E‘j To: I— E‘j
Request BU: I— Q Requisition ID: I— Q
Vendor ID: I— Q

ftem IDx: | Q

Buyer: I Q

Contract SetlD: | Q

Contract ID: I Q

Release Mumber: I 6]

GPO ID: | Q

GPO Contract: |

Topen [ Approved [ Dispatched [ Cancelled [T Pending Appr

Recv Reqd |Receiving is Optional j
AN " Not Received © Partially Received  © Fully Received
™ Required ™ Not Required
o~ CRNdD ot A okt Mafrh, e T ulheatch ™ e e B e g
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[~ Required ™ Not Required
Al " None " Partial Match " Fully Matched

e W R W

- Open Encumbrances

ChartFields
. Sub- Class- " .

GL Unit Account Account Fund Type Fundin Dept Buil Ref CFDAZ Program  Project 0|1-err
| Q| af af Q| Q| af af Q| Q| Q| }
Search |Returnt0 Reconciliation workBench {
[=] matify | 3
L
o

Above is the Filter Option Page. This page allows the user to enter selection criteria for the
PO to display on the Purchase Order Reconciliation Workbench Page. One PO can be
selected by inputting the PO number in the PO ID fields.

Input the selection criteria.

COR131 PO/Req Closing Manual Page 25 of 77
Revised May 28, 2008



CORE Oklahoma

Filter Option Definitions

Purchase Order ID-
PO Date-
Activity Date-

Due Date-
Requested BU-
Requisition ID-
Vendor ID-

Item ID-

Buyer-

Contract SetID-
Contract ID-
Release Number-
GPO ID-

GPO Contract-
Status-
Receiving-
Matching-

Open Encumbrances-

Chartfields-

Range or Purchase Orders to close

Date on the Purchase Order

The system updates this date on the purchase order when you
create a change order and save your work, and also when you
cancel a purchase order through the PO Workbench page.
Date product is due

Business Unit on the Purchase Order

Requisition number Purchase Order was created from.
Vendor on the Purchase Order

Item ID on the Purchase Order

Select the buyer you want to filter the purchase orders by.
00000

Contract the Purchase Order was created from

Release number against the contract

Select a group purchasing organization ID.

Select a group purchasing organization contract number
Purchase Order Status

Receiving selection made on the Purchase Order.

Match status on the Purchase Order

Click the Open Encumbrances check box to search for purchase
orders with open encumbrances

You can enter multiple ChartField combinations as search criteria

Once you have selected your criteria, click ﬂl located in the bottom left hand corner of the

page.

COR131 PO/Req Closing Manual

Revised May 28, 2008

Page 26 of 77



CORE Oklahoma

Reconciliation Workbench

Reconciliation WorkBench

Business Unit: utElululi}

WorkBench Ix ‘\WORKBEMCH

‘Description: [workbencn

Select POs for Further Processing

List of Purchase Orders
Detail Other
Purchase Order g?;us PO Status Hold PO Date Last Activi Vendor ID
i
O 0905000001 Dispatched N 111852003 071952004 noooagi100
™ gejectal Clear Al
Action:  ARprove | Unapprove Cancel Close Dispatch Preview

Go To: Set filter options

Save |
[=] Motify |

Process Request Options Process Monitor

Yiew Processing Results

Buyer

Jim Bratkovich
(a0

Match
Action

Change Blanket

Lines

Order PO

Mo Match 20

To select the individual PO to be closed, click the “Radio Box” I located to the left of

the Purchase Order.

Reconciliation WorkBench

Business Unit: 0aooo

WorkBench I: \WORKBENCH

‘Description: |wurkbench

Select POs for Further Processing

List of Purchase Orders
Detail Cther
Purchase Order g?;us PO Status Hold PO Date Last Activil Vendor ID
v 0309000001 |@ Dispatched M 111872003 07192004 0oooaai100
M setectan [ clearan
Action:  ARprove | Unapprove Cancel Close Dispatch Freview

Go Te: Setilter options

Save
[Z7] Matify |

Frocess Request Options Process Wonitor

View Processing Results

Jirn Bratkavich
(09

Match Clmnue Blanket | .
Action  Order pg LS
Mo Match 20 (=)
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Reconciliation Definitions

e Approve-

e Un-Approve-
¢ Cancel-

¢  (lose-

¢ Dispatch-

¢ Preview-

¢ Process Request Options-

COR131 PO/Req Closing Manual
Revised May 28, 2008

Not available. Requisition must be approved in workflow.
Click this button to change the status of the selected purchase
orders to Open

Cancels the selected purchase orders. When you cancel a
purchase order that is in a Dispatched status, the status changes
to Pend Cncl (pending cancel).

Closes the selected purchase orders to further processing
Dispatches the selected purchase orders, including all lines on
the purchase order. Only purchase orders with approved or
pending cancel statuses can be dispatched. If commitment
control is enabled, the purchase order must also have a valid
budget check status before it can be dispatched.

Previews the selected purchase orders

Click this link to access the Reconciliation Workbench -
Process Request Options page. Use this page to define process
request options for use by the dispatch process.
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Update Purchase Order-Maintain POs

Reconciliation WorkBench

Business Unit: 03000 WorkBench ID: '\WORKBENCH

‘Description: |Iwurkbench

Select POs for Further Processing
List of Purchase Orders
.

Detail Other
Doc i Match
Purchase Order Status PO Status Hold PO Date Last Activity Vendor I Buyer Action
' 0303000001 Dispalched N 111182003 07/19/2004 0000001100 fggno?ratku‘”c“ Mo Match
¥ Select Al Clear Al
Action:  APRrove | Unapprove Cancel Close Dispatch Freview

Go To: Setfilter options

Save |
[=] Matity |

Process Request Options Process Monitor  View Processing Results

Change Blanket

Order

20

PO

Click !

Cther

| Tab.

Reconciliation WorkBench

Business Unit: oaoon

WorkBench ID: WORKBENCH

‘Description: |w0rkbench

Select POs for Further Processing
List of Purchase Orders

Other

. Document
Doc Procurement Receipt Backorder NP Budget = e
Purchase Urder PO Status  Hold Budget Status lolerance
Purchase Order Status PO Status  Hold Card Status Status Budget Status Status Tsto':(::;“ce
e e = S 3
W 0809000001 Dispatched M MotRecwd  MNane valid
¥ selectan L clearan
Action: Approve | Unapprove Cancel Close Dispatch Preview

Go To: Setfilter options

Sane |
[=] notify

Process Request Options  Process Monitor

Wiew Processing Results

Fi tEl 1ot 1 [ Last

Go To PO
Activity
Summary

Edit the PO?

To close the PO, the Budget Status and Document Tolerance Status must equal valid. To

review the Purchase Order activity, click “Activity Summary” Icon €l :
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Edit the PO

Go to Maintain POs by clicking the “Edit the PO” Icon i . (This will pull up a new
window.)

Maintain Purchase Order }
Purchase Order ;
Unit: 09000 PO Status: Dispatched A x f
PO ID: 0909000001 Budget Status: Walid .
Change Order: 20 POA Status: EOA Status

Copy From: l—;l I” Hold From Further Processing

s

‘PO Date: IWEJ Wendaor Search Doc Tol Status: Walid

Vendor W Wendor Details Backorder Status:  MNone Create BackOrder

“Vendor ID: [poooooiion | AUTHORITY ORDER VENDOR Receipt Status: Mot Recvd

‘Buyer: IJEIRATKOVICH Jirn Bratkovich (090) ‘Dispatch Method: |F'rint 'l Dispatch |

PO Reference: |

Merchandise:
Header Details PO Activities Add ShipTo Comments EELE Calculate |

PO Defaults Document Status FreightTaxMise.: 0.00
Edit Comments Requisitions Total Amount: 139000.00 USD

L VL T, W e T W TR L, W

Purchasing kit Catalog ltern Search Line: I Q To: I Q ml

ze | Find | /M

Details 1 Ship ToDueDate | Statuses | teminformation | Aftributes RF2 Y Contract | Receiving

Line  Item SSFag  theSele  pescription AgencyReqNbr PO Oty ‘UOM Category  Price i
1B O [ @ authority Order &er 1.0000 UM [088915 @, [5,550.00000 r{
2B r [ @ authority Order &er 1.0000 sUM [088915 @ [7,500.00000 |:/
3R m] [ @ authority Order &er 1.0000 sUM [099915 2, [+200.00000 | [T
4B r [ @ authority Order &r 1.0000 sUM [098915 @, [2,000.00000 |{
5 B r [ @ authority Order &er 1.0000 UM [099915 2, [29,200.00000 ]S
B R - [ @ suthority Order &er 1.0000 sUM [099815 @ [3,200.00000 ;j
TRy m| [ @ authority Order &er 1.0000 sUM [088815 2, [470000000 [
8 B O [ @ authority Order &er 1.0000 SUM [05915 @, [2.000.00000 |J

st A ORI UUNE GUSU S S S U e S P—F T -—j

From this screen, the PO can be reviewed. Click “PO Activities” link.

Maintain Purchase Order

Purchase Order Activities

Unit: naaon PO Dk 0905000001 Vendor:  AC-001 Change Order: 20

Done ‘Dl Sethum ‘Comments

1l‘(L__,)E*J ( B¢ 5=

QK | Cancel | Refreshl
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Maintain Purchase Order

Purchase Order Activities

Unit: 09000 PO ID: 0908000001 Vendor:  AQ-001 Change Order: 20
[ st
Done ‘Due Date Seqlum  ‘Comments
1 T |otowzoos o Close PO to complete the pracess -RKM — & =

( (0] 34 IJ Cancel | Refrezh

Click ___%<__|.

Maintain Purchase Order L
Purchase Order )
Unit: a0soon PO Status: Dispatched A x 3
PO ID: 0909000001 Budget Status: Walid f
Change Order: 20 POA Status: POA Status :
Copy From: Iﬁ I Hold From Further Processing :
= E
'PO Date: [fiezooa B wendorSearch Doc Tol Status:  valid {
Vendor W Wendor Details Backorder Status: Mone Create BackOrder
VendorID:  [0000001100 | AUTHORITY ORDER VEMDOR Receipt Status: Mot Recvd 1
‘Buyer: [JERAETKOWIER | Jim Bratkovich (080} “Dispatch Method: [Frint | Dispatch | ;
PO Reference: | -
Header Details PO Activities #0d ShipTo Cornments Merchandise: 13800000 | b4
PO Defaults Docurnent Status FreightTaxMisc.: o.0a -
Edit Comments Requisitions Total Amount: 139000.00 UsSD )
1
Purchasing Kit Catalog tem Search  Lines | A Ter | Q Retrievel 4
5 ftem Informstion 5 Attributes Ef Contract 5 Receiving
Line  fem SS Flag % . Description AgencyReqNbr PO Oty 'UOM Cateqory  Price ('
1R [ [ @ authority order ar 1.0000 sum [oaeets < [5,550.00000 ¢
7 R ( [ @ authority order ar 1.0000 UM [096915 Q, |?,500.ununu(‘
= - [ @ authority order ar 1.0000 UM [096915 C |4,suu.uuuun$
= - [ @ authority order ar 1.0000 UM [096915 Q |2,unu.uuuunl
= - [ @ authority order ar 1.0000 sum [0a9915 Q, [20,200.00000,
B R - [ @ authority order ar 1.0000 UM [096915 Q |3,2nu.uuuun{
A= i A A e | = suhottyorder & .. 1o0osum [naaa1s A [+ 700.90000,"

Click ¥ jn the bottom left hand corner. Close the new Window by clicking the X in
the top right corner.
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Reconciliation WorkBench
Business Unit: 08000 WorkBench IDx: WORKBENCH
‘Description: |w0rkbench

List of Purchase Orders

Doc
Purchase Order

¥ 0508000001

Select POs for Further Processing

Other

Status

PO Status Hold Procurement Receipt

Card

Backorder

Document Go To PO
NP Budget T 2 *
Budget Status Tolerance 7
Status Status Budget Status Status Tolerance Activity Edit the PO?
o == = Status Summary
Dispatched M Mot Recvd MHone Walid Walid Walid @ :f
™ setectan O clearan
Action: Approve I Unapprave Cancel | ( Close j Dispatch P reviey
Go To: Setfiter options  Process Reguest Options

Save |
[=] nctify |

Click __ Close |

Process Monitor

Yiew Processing Results

COR131 PO/Req Closing Manual
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Reconciliation WorkBench
Processing Results
Business Unit: Q5000 WorkBench ID: \WORKBEMCH

‘Description: |wurkhench

Select POs far Further Processing

Accounting Date for Action: ID1 f09/2008 [3

I update Budget Date Equal to Accounting Date

view Al First [ g or 1 [ Last
PO ID ine  Sched Distrib Line

view Al First [ 4 or 1 [ Last

r = D] 0809000001 =

¥ selectal  lciear al

Procee Yes Delete Eeturn to Reconciliation WorkBench

[Z] Matify |

If the PO is Qualified, click —_"*__. (If not qualified, go to page 55 of this manual).

Continue to Close POs. (10224 100

Yes Ml |

To continue click —_"®¢__ . (The PO is now being closed.)
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Reconciliation WorkBench
Business Unit: 08000 WorkBench ID: WORKBEMCH
‘Description: |w0rkhench

Select POs for Further Processing
List of Purchase Orders

Detail Y  Other

Purchase Order

Doc PO
Status Status Hold PitDate

Last Activity
¥ 0303000001

Vendor ID

s @

Buyer

Match
111 8/2003  01/092008

Change Blanket

Action
Qoanood 100 Jirm Bratkovich

090y

¥ celectal D ciear Al

Action: Approve | Unapprove

Cancel Close Dispatch

Preview

Save |

Go To: Setfiter options  Process Request Options Process Monitor

Wiew Processing Results

Matify |

Mo Match

Order PO Lines

20

The status changed from Dispatched to Complete. Click [ oher Tab.
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Reconciliation WorkBench
Business Unit: 05000 WorkBench ID: \WORKBENCH

‘Description: |w0rkbench

Select POs for Further Processing

List of Purchase Orders Custarmize | Find | View All | Download  First B 1 o 1 (] gt
Detail Y  Other
. Document Go To PO
Doc PO Procurement Receipt Backorder NP Budget v Y
Purchase Urder . <ta Hold ; Budget Status d ?
Purchase Order Status Status Hold card Status Status Budget Status Status Tolerance Activity Edit the PO

Status Summary

[~ 0909000001 Compl N NotReyd  None valid &l 4

¥ SelectAl Clear Al

Action:  ARprove I Unapprove Cancel Close Dispatch Preview

Go Tor Setfiter options  Process Request Options  Process Monitor Wiew Processing Results

Save |
[=] Matify |

If the PO has an available encumbrance the Budget Status will change to not checked. If you
click “Edit the PO” icon you will get “No Matching Values Found”. Once the PO has been
closed, the PO will no longer be available from the Maintain Purchase Order Page.
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Close a Multiple Purchase Orders-Canceled POs

Navigation: Purchasing>Purchase Orders>Reconcile POs>Reconciliation Workbench

Reconciliation WorkBench
Enter any information you hawve and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Y Add a New Value

Business Unit: |: -] {naoon QJ

workBench ID: | hegins with | [warkbench
Description: |begin5 withj'

" case Sensitive

Search | | Clear | Basic Search [5) Save Search Critetia

Input your BU, Workbench ID and click Search |, If it is the first time the user has run this
process, a Run Control ID must be created.
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Filter Option Page

WorkBench ID: '"WORKBEMCH

 a
—
—
—
 a

" Fully Received

Reconciliation WorkBench

Filter Options

Business Unit: 05000

Description: wiorkhench

Enter search criteria and click on Search. Leave blank for all values,

Purchase Order: I 2 To:

PO Date: [ B To:

ActivityDate: | B o

Due Date: I Bl To:

Request BL: I— Q Requisition ID:

Vendor ID: I Q

item ID: I Q

Buyer: |

Contract SetlD: |— Q

Contract 10 |

Felease Number: I— Q

GPO ID: | Q

GPO Contract: |
[T open [ Approved [ Dispatched [ Cancelled
Recv Reqd |Receiving is Optional j
AN " Not Received " Partially Received
™ Required ™ Not Required
 po. SANdpas. a0 Sortied Pateh,

T b R ko B

Search Criteria

™ Pending Appr

F i

COR131 PO/Req Closing Manual
Revised May 28, 2008

Page 37 of 77



CORE Oklahoma

T
[ Required [ Not Required y
Lo\ " None " partial Match " Fully Matched p
I Open Encumbrances -
ChartFields
. Sub- Class- " .
GL Unit Account Account Fund Type Fundin Dept Bud Ref CFDA= Program  Project Oper I
| Q| af af Q| Q| al o Q| Q| Q| }
Search | Return to Reconciliation YWorkBench {'
.*
[=] Motity | }
Ll
o

Above is the Filter Option Page. This page allows the user to enter selection criteria for the
PO to display on the Purchase Order Reconciliation Workbench Page. One PO can be
selected by inputting the PO number in the PO ID fields, or multiple PO(s) can be selected by
using other fields such as PO status, Matching status, Receiving status, etc...

Input the selection criteria and click  Search |
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In this example all Canceled POs will be closed, click the “Cancelled” radio box located in
the “Status” section and click on the “All” radio button located in the “Receiving”
section. NOTE: Be sure to clear unwanted criteria.

Reconciliation WorkBench

Filter Options

Business Unit: 03000 WorkBench ID: '"WORKBEMCH
Description:

wearkbench

Enter search criteria and click on Search. Leave blank far all values.
Search Criteria

Purchase Oriler: I— 2 To I— Q
PO Date: I— i To: I— E
ActivityDate: | B To; I
Due Date: I— i To: I— E
Request BU: I— Q Requisition 1D: I— Q
Vendor I0: I— Q

ftem 10 | Q

Buyer: | Q

Contract SetiD: | q,

Contract ID: | Q

Release Number: I Q

GPO ID: | Q

GPO Contract: |

Topen [ Approved [ Dispatched [ W Cancelled [ Pending Appr

Recy Reqd |Receiving is Optional j
" Not Received © Partially Received  © Fully Received

g =3
-_-'-"'<"--4- - - ." Cams gl e et - L] P

PR e
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Reconciliation WorkBench

Business Unit:

‘Description:

n0go0n

WorkBench ID: '\"WORKBEMCH

frworkbench

Select POs for Further Processing

Go To: Setfiter options Process Reguest Options Process Monitor

Yiew Processing Results

Save |
Modify |

First E 1-10 of 43
Detail Y  Cther
! Doc PO aren Match Change Elanket .
Purchase Order Status Status Hold PO Date Last Activity Vendor ID Buyer Action Order PO Lines
[~ 0909000599 Canceled N 1272002004 125212004 0000068164 JanHall Standard =
[~ 0909001328 Canceled M 0573172006  06/0152006 000006RET4 Jan Hall Standard E‘
[~ 0909001561 Canceled N 08/05/2006 090512006 0000068426 JanHall Standard =
[T 0809001672 Canceled N 11/06r2006 11/06:2006 0o0oos4124  JanHall Standard =
[T 0909001866 Canceled N 02/2372007 022312007 0o0aoaoaot Alana Owen Standard =
[ 0909001956 Canceled N 04/092007  04/08/2007 0000017526 Coalby Kruse Standard =
[ 0909002336 Canceled N 10M 52007 101552007 00002034988 Alana Owven Standard =
[ 010726 Canceled M 0772172000 060412004 0000075257 ges%;gia LN ctandard =l
[ 0909000272 Canceled M 051272004 081752004 0000064215 Garry Gearge  Standard =
[T 0809000284 Canceled N 05/M8r2004 051812004 0000075042 gr?gper?erd Standard =
¥ Select Al Clear Al
Action: Approve | Unapprovel Cancel Close Dizpatch P resi e

Select the BEIEN hyperlink to view all the Purchase Orders selected. (Notice the PO
status is “Canceled).

To select individual PO(s) to be closed, click Radio Box [ located to the left of the PO or to
select all PO(s) click Select All located in the bottom left hand corner (All 43 PO(s) will be
selected).

In this example Select All was clicked.
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Reconciliation WorkBench
Business Unit: 08000 WorkBench ID: WwORKBEMNCH
‘Description: |w0rkbench
Select POs for Further Processing
List of Purchase Orders
Detail '  Cther
Doc PO 2o Match Change Blanket | .
Purchase Order Status Status Hold PO Date Last Activity Vendor ID Buyer Action Order PO Lines
MDQDQDDDSQQ Canceled M 12/20/2004 1212142004 0000068164  Jan Hall Standard =]
v |0909001328 Canceled M 0453172006  0BO1/2006 0000063674 Jan Hall Standard =
v | 0909001561 Canceled M 09/05/2006 09052006 00000684268 Jan Hall Standard =
¥ | 0909001672 Canceled N 11/06/2006  11/06/2006 0000054124 Jan Hall Standard =
v |0909001866 Canceled M 0212372007 02232007 0oo0oo0oot Alana Owen Standard E
v | 0909001956 Canceled M 040972007 04092007 00000175268 Colhy Kruse Standard =
¥ | 0909002336 Canceled N 10/ 4/2007 10M 52007 0000203888  Alana Owen Standard =
F |xo10726 Canceled N 072172000 0B/04/2004 0000075287 g%%r)gia LN etandard =
¥ | 0909000272 Canceled M 051 2/2004 05172004 0000064215  Garry George  Standard =
@DQDQDDDEBQ Canceled M 051 8/2004 05182004 00o0oya04z gﬁgsr?erd Standard =
™ selectan L clearal
Action: Approve | Unapprovel Cancel Close Dizpatch Previgw
Go To: Setfilter options  Process Request Options Process Monitor — YWiew Processing Results
Save |
[=] matity |
NOTE: All 43 PO(s) have been selected for closing.
. Close
Click —I .
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Reconciliation WorkBench
Processing Results
Business Unit: Q5000 WorkBench ID: \WORKBEMCH

‘Description: |Iwurkhench

Select POs far Further Processing

Accounting Date for Action: ID1 f09/2008 [3

I update Budget Date Equal to Accounting Date

view Al First [ 4 or 1 [ Last

Wi All First E 1-80°43 n Last
PO D Line Sched Distrib Line

0909000046
0905000056
0908000057
0909000125
0905000154
0908000272
0909000278
0905000289

. J

[0 [0 (o] o] o] (o] ] ] ]

¥ selectal  lciear al

Proceed: 'Yes | Delete | Return to Reconcilistion WorkBench

[Z] Matify |

If the entire PO is Qualified, click —'=>__ . NOTE: If not qualified, go to page 55 of this
manual.

Continue to Close POs. (10224100

Yes M0

To continue click " __ . NOTE: The PO is now being closed.
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Reconciliation WorkBench

Business Unit:

'‘Description:

03000

WorkBench ID: WORKBENCH

fiwarkbench

Select POs for Further Processing

Go To: Setfilter options  Process Reguest Options Process Monitor

Wiew Processing Resulls

Save |
Madify |

First El 1-10 of 43
Detail Y  Other
Doc PO ) e Match Change Blanket
Purchase Order Status Status Hold PO Date Last Actiity Vendor ID Buyer Action Order m Lines
M 0909000599 (Gr_n'ﬁ\. Mo 120202004 01/09/2008 000008164 Jan Hall Standard =
¥ 0909001328 Compl | M 0S/31/2006 01/09/2008 OO00OGSET4  Jan Hall Standard =
W 0909001561 Compl | M 09/05/2006 01/08/2008 000008426  Jan Hall Standard =
W 0909001672 Compl | M 11/06/2006 01/09/2008 0000054124 Jan Hall Standard =
W 0909001866 Compl | M 02232007 010872008 0000000001  Alana Cwen  Standard =
¥ 0909001956 Compl | M 041092007 01/09/2008 0000017526  ColbyKruse  Standard =
M 0909002336 Compl | M 10152007 01/08/2008 0000203988  Alana Cwen  Standard B
W HO010726 Compl | M O7r21/2000 0150872008 0000075287 (':;ESDD;Q'E L o dard =
¥ 0300000272 Compl | M 08M2/2004 D01/08/2008 000004215  Gary George  Standard =
M 0809000289 \Compl / M 05M&2004 01/08/2008 0000075042 gﬁgsr’ferd Standard =
¥ celectal Clear Al
Action: Approve | Unappmvel Cancel | Close Dispatch Preview

The status changed from canceled to Complete. Click [ Other Tab.
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Reconciliation WorkBench
Business Unit: 09000 WorkBench ID: WORKBENCH

‘Descriptiom: |w0rkbench

Select POs for Further Processing
List of Purchase Orders

Document Go Te PO

Purchase Order gfaius ;;?“J Hold {P:_g)rﬁiuremem %ﬂ gt—%r(ler Budget Status :‘—%u_l et Tolerance Activity Editthe PO?
Status Summary
[+ 0909000599 Caompl M Mot Recyd Mone @\ valid Walid @ é"
[V 0909001328 Compl M Mot Recvd Mone Walid alid Walid & ¥
v 0909001561 Compl M Mot Recvd Mone Walid alid Walid & #
[ 0309001672 Campl M Mot Recvd Mane Yalid Walid Walid @ f
W 0309001866 Campl ¥ Mot Recvd Mane YWalid Walid Walid @ f
W 03090015956 Campl ¥ Mat Recvd Mane Walid Walid Walid @ f
W 0909002336 Compl I Mot Recvd MHone Walid Walid Walid @ ;?'
W ®010726 Compl 1§ Mot Recvd Mone Walid Walid Walid @ f
[+ 0809000272 Compl I Mot Recvd MHone Walid Walid Walid @ f
[+ 0809000229 Compl I Mot Recvd Mone @ Walid l\ Walid S @ é"
¥ gelectal L ciearan
Action: Approve I Unapprove Cancel Close Dispatch | Preview I

Go To: Setfilter options  Process Reguest Options  Process Monitor Wiew Processing Results

Save |
[=] matify |

The Budget Status and Document Tolerance Status did not change to “Not checked”
because the PO(s) already had a zero encumbrance balance. Budget checking will not need
to be completed.
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STEPS TO CLOSE A PURCHASE ORDER:

Reconcile the PO Activity page to the PO Accounting Page.
The PO Status must be “Dispatched” or “Cancelled”.

The Budget Status must be “Valid”.

The Document Tolerance Status must be “Valid”.

A

If the PO does meet any of the above criteria, de-select the radio ¥ button located to the left
of the Purchase Order line. This action will clear the check mark.
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REVIEW PURCHASE ORDER

Document Status

Reconciliation WorkBench
Business Unit: 0anon WorkBench ID: \WORKBENCH

‘Description: |w0rkbench

Select POs for Further Processing

List of Purchase Orders Customize | Find | Wiew Al | Dowenloac First (4 1 o 1 [H] Last
Detail Y  Other
Doc s Match Cllanue Blanket | .
Purchase Order Status PO Status Hold PO Date Last Activity Vendor 1D Bl!ger Action Order E Lines
7 ososooooot  (B)  Dispatched N 11/18/2003 075192004 0000001100 ?g'gu?ratkwwh Mo Match 20 (E)
¥ Select Al Clear Al
Action: Approve | Unapprove Cancel Close Dizpatch P revigw

Go To: Setfilter options Process Reguest Options Process Monitor  Wiew Processing Results

Save |
[=] Matify |

To review the PO’s associated documents, click Document Status Icon = located to
the left of the PO. A new window will display containing all documents associated with
the PO.
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/ PO Document Status

Business Unit: 03000 PO ID: 0403030001 Status: Dispatched
Document Date: 11/12/2003 Document Type: Purchase Order Budget Status: walid
Currency: LD Amount: 139,000.00

Buyer: Jim Bratkovich (090}

% Related Infa

Documents

Business

SetiD Unit 00000755 Document Type Status Document Date  Vendor ID Location
09000 000007455 Youcher Posted 0101512004 0000072428 nood
ngaon 00000758 Youcher Posted 01/08/2004 0000010185 aont
09000 00001238 Youcher Posted 03M 812004 0000056753 aont
aL0oo aooot 24y Youcher Fosted 03marz004 aoooo1049s nooT
as0oo Qooot1436 Youcher Fosted 0329r2004 Qoooooo4asyT nooT
as0oo Qooo20e2 Youcher Fosted 06 2r2004 aoooo1049s nooT

S Return ta Search |

e Click View 100 to view 100 documents at a time.

e To download this data, click “Download” Icon E.

e To review the documents associated with the Purchase Order, click “Document
Status” Icon located to the right of the document line.

Voucher Document Status

Business Unit: 09000 Voucher ID: 00000755 Document Type: Youcher
Invoice ID: 40681 Inveice Date: 01415/2004 Document Tolerance Status:  Valid
Gross Amount: 7000 USD Approval Status:  Approved Budget Status: Walid
Vendor ID: 0000072429 Location: 0001 TECHLOCK-002  Match Status: Mo Match

Associated Document
Documents Y Related Info [=TH

Business

SetlD Unit DOC ID Document Type Status Document Date  Vendor ID Location
46700 00001821499 Payment Posted 0142972004 0000072429 o001
09000 0908000001 FoO Dispatched 111872003 oooooo1100 oom

ELReturn to Search | ) Refrash |

From this page you can review additional information using the DOC ID Link.
To close, click the X in the top right hand corner.
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Review PO Lines

Reconciliation WorkBench
Business Unit: 08000 WorkBench Il WORKBENCH

‘Description: |wo rkhench

Select POS for Further Processing

List of Purchase Orders ( nize | Eind | ) an First E 1cf 1 E Last
Detail Yy  Cther
Doc . Match Clmnue Blanket | .
Purchase Order Status PO Status Hold PO Date Last AC’[I!!!_‘[ Vendor 1D Buyer Action Order m Lines
[ 08905000001 Dispatched M 11/18/2003 07H9/2004 00000071100 ﬁggﬂ?ratkwwh Mo Match 20 .l
¥ Salect All Claar Al
Action: Approve | Unapprove Cancel Close Dispatch P review

Go To: Setfilter options  Process Request Options Process Monitor  View Processing Results

Save |
[ Matity |

To review the PO lines click “Lines” Icon |=l located to the right of the PO.
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Reconciliation WorkBench

Purchase Order Lines

Business Unit: osoo0n WorkBench ID: '\WORKBEMCH

Description: witkhench

PO Number: 0909000001

Select POs far Further Processing

List of Purchase Order Lines First [4] 1-8 of 16 [}

Line Status ftem ID Description CategoryID  RecvReqd RFGID RFO Line

A\ Active Authority Order 17196 M

W2 | Active Authority Order 171496 Il

W3 | Active Authority Order 171496 4l

#l4 | Active Authority Order 171496 i

W5 | Active Authority Order 171496 ]

W16 | Active Authority Order 171496 ]

W17 | Active Autharity Order 17196 ]

¥ @.} Artive Autharity Order 171496 ]

¥ selectan O clearan

Return to Reconciliation WaorkBench

[=] Motify |
Be sure to click View All to review all PO lines.
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Review PO Schedules

Select the hyperlink number located under the line heading. This will open the Schedule
Page as seen on the page below. From here you can go to the Receiver or Maintain
Distribution.

Reconciliation WorkBench
Purchase Order Schedules

Business Unit: 09000 WorkBench I WORKBENCH
Description: watkbench

PO Number: 0309000001

Line: 1

Select POs far Further Processing

List of Purchase Order Schedules Custormize | Eind | Yiew All | B First [4] 1of4 [¥] Last
Schedules 1 hare Details [F=7H

Close PO Under s Maintain
Sched Status Due Date PO Oty Percent Tol Receiving Amount Currency Distributions

@ Artive 11182003 1.0000 5550.00 LSD

¥ Select Al Clear Al

Eeturn to Purchase Order Lines

Matify |

To review receivers click “Receiving” Icon =%. To go to “Maintain Distribution” click
“Maintain Distribution” Icon. T,

Click “More Details’ Tab.
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Reconciliation WorkBench

Purchase Order Schedules

Business Unit: 09000
Description:

warkbench
PO Number: 0909000001
Line: 1

Select FOs for Further Processing

%Workﬂench I WoORKBEMCH

First E 1 af 1 |E| Last

™ gelectal S clear s

Eeturn to Purchase Order Lines

[=] Motify |

Customize | Eind | Wiew All | i
Sched Status EBase Amount Base Currency  Matching
M@  Acve 5550.00 USD

Match Status PO

Lnmatched

NOTE: The Match Status; if matching is required, the Purchase Order must be fully matched

or an exception will be received.
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Review PO Distributions

Select the number hyperlink located under the “Schedule Heading”. This link will open
the Distribution Page as seen on the next page.

Reconciliation WorkBench
Purchase Order Distributions

Business Unit: 09000 WorkBench ID: WORKBEMCH
Description: wirkhench

PO Number: 0909000001

Line: 1 Scheil: 1

e T T X Wy

Select POs far Further Processing

List of Purchase Order Distributions
Distributions Y More Detals | Requisition

3 ] Sub- Class- ¥
Dist Status PO Gty Amount Currency GL Unit  Account EGEaunt Funi Type Fundine Dept Buil Ref CFDA:
1 Open 555000 USD oaonn e01100 1000 19401 1000085 04 -

&

i

f

L d

[ 4

I b 4
l Select All =IClear All r
4

Return to Purchase Order Schedules ‘)
[Z] mMatify | (
{

Select the FEeturnto Purchase Order Schedules hyperlink to return to the schedule page.
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Reconciliation WorkBench
Purchase Order Schedules

Business Unit: 03000 WorkBench I \WORKBENCH
Description: warkhench

PO Number: 0908000001

Line: 1

Select POs for Further Processing

Customize | i First E 1af 1 E Last
Close PO Under gl Maintain
Sched Status [ue Date PO Oy Percent Tol Receiing Amount Currency Distributions
¥ 1 Active 1111812003 1.0000 = a550.00 LISD IT%

¥ aieetan D clear Al

ﬂturn to Purchasze Order Lines)
N

[=] mctity |

Select the Eetumto Purchase OrderLines  hyperlink to return to the Purchase Order Line
page.
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Reconciliation WorkBench
Purchase Order Lines

Business Unit: ngoon WorkBench Il \WORKBEMCH
Description:

warkbench
PO Number: 0809000001

Select POs for Further Processing

List of Purchase Order Lines
Details Y Cortract Info

Line Status ftem ID Description Category I Recv Reqd RFQID RFQ Line

W 1 Active Authority Order 17196 I
W 2 Active Authority Order 17156 ]
W 3 Active Authority Order 17196 I+l
W 4  Active Authority Order 17196 I
W 5  Active Authority Order 17196 I
¥ B  Active Authority Order 17196 I+
W T Active Autharity Order 17136 M
W 8  Active Authority Order 17196 I
¥ Selact All Clear Al

(etum to Reconciliation WarkBench )
[Z] metity |

Select the BetuninReconciliation WorkBench -y erfink to return to the PO WorkBench page.
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REVIEW PO RESULTS

Review the Not Qualified PO.

Reconciliation WorkBench
Processing Results

Business Unit: ngo0o WorkBench Il WORKBEMCH

‘Description: |quru:|rkhench

Select POs for Further Processing

Accounting Date for Action: IEI1 Aozoog [+

O Update Budget Date Equal to Accounting Date

Not Qualified i First [4] 1 of 1 (7] Last
POID Log POID Line  Sched Distrib Line
[ 0808000003 (&8 D] =]
¥ seiectal  Clciear sl
Proceed: Ves | Delete | Return to Reconciliation WorkBench

[Z] Matify |

This page is the Results section. There is a Not Qualified and a Qualified section. The Not
Qualified section is a list of PO’s that are not eligible to be closed. The Qualified section is a
list of POs to be closed.

Click Exception Log Icon E2.,
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Reconciliation WorkBench

Purchase Order Logs

Business Unit: 03000 WorkBench ID: WORKBEMCH
Description:
PO Number: 0809000003

Line Sched Dist Message Text
FOs with Receiving Reguired On though not

1 1 )
received.

2 1 POz with Receiving Reguired On though not
received.

3 1 FOs with Receiving Required On though not
received.

4 1 Foswith Receiving Required On though not
received.

Return |

Determine if the message has any barring as to whether the PO should be closed.
CIle Return
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Override Not Qualified PO

Reconciliation WorkBench
Processing Results

Business Unit: 08000 WorkBench ID: WoORKBEMCH

‘Description: fwarkbench

Select POs for Further Processing

Accounting Date for Action: |U1 102008 [51

™ update Budget Date Equal to Accounting Date

Not Qualified Wi Al i Wign First [4] 1af 1 [¥] Last
PO ID Log POID Line  Sched Distrib Line
@ pe09000003 2] @ [=]
¥ celectal  Llclear Al

Proceed: Yes | Delete | Return to Reconciliation WorkBench

[Z] matify |

The PO can be moved from the “Not Qualified” column to “Qualified” column by clicking the
empty radio ¥ button located to the left of the PO number and then the ¥ button.
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Reconciliation WorkBench
Processing Results
Business Unit; 09000 WorkBench ID: wWORKBERCH

‘Description: |wurkben|:h

Select POs far Further Processing

Accounting Date for Action: |U1” 0/2008 [+

r Update Budget Date Equal to Accounting Date

view Al First (1 or 1 2 Last

Wi Al First El 1af 1 |E| Last
PO D Log i Sched Distrib Line

- ] ! 0909000003 =

™ sejectan  Lciear

Proceed: ‘fes | Delete | Return to Reconciliation WorkBench

i

[=] Matify

See page 33 of this manual to continue Closing PO.
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DELETE QUALIFIED PO

PR
Reconciliation WorkBench

Prncessing Results
Business Unit: nagoo WorkBench I WORKBENCH

‘Description: [workbench

Select POs for Further Processing

Accounting Date for Action: IDEHEW':”:'E £

PO ID Line Sched Distrib Line
[ 0909000003 it = BoelliE e @
[~ 0909000006 [BE| 2500000010 =
[~ 0909000014 B T =
0908000013 El
[ 0909000015 [BE| SRR =
[~ 0909000027 B —— =
[~ 0909000041 [BE| 0905000015 =
[~ 0908000065 = 0908000019 =]
0908000020 =]
M selectan  Dlciear sl
Proceed:  es | Mo | Return to Reconciliation WorkBench

The user can delete a Qualified Purchase Order by selecting the [=l icon located to the right

of the Purchase Order number.
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BUDGET CHECK CLOSED PO

The PO budget checking process is run at Noon and in the evening. If the user does not
want to wait for the PO to budget check during those times, the PO can budget check from
the Batch Budget Check process page.

Navigation: Purchasing>Purchase Orders>Budget check

Input the Run Control ID and select ' Search |,

{ Budget Check Request '
Run Control ID:  PO_BUDGET_CHECK Report Managet  Process Mohitor Run
Budget Check Request Find | viewall  First (41 of 1 [ Last
=
Cioiice Request Number:
‘Description: BUDGET CHECK PO
" Don't Run

‘Business Unit: IM 'l

PO ID: All -
PO Date: All -
Actg Date: All A
PO Type: All -
Buyer ID: All ¥
Origin: All hd
PO Status: All hd
Mid Roll Status: All o
B Save | ELReturn to Search | +[5] Previous in List | +[E] Mext in List I [=] matify | s dd | Update/Display

Select Process Frequency of “Always, by click on the “Radio Box” located to the left.

e Input a description.
e Select a value for the Business Unit option.
o Input Business Unit ID
e Select Some for the PO Status.
o Click arrow key located to the right.
o Click Complete radio box located to the left.
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[ Budget Check Request

Run Control ID;

PO_BUDGET_CHECK

Report Manager

Process Monitor

Fun |

First El 1of 1 El Last

Budget Check Request

" Once
& plways
" Don't Run

‘Business Unit:
PO ID:

PO Date:

Actqg Date:

PO Type:
Buyer ID:

Crigin:

PO Status:

Mid Roll Status:

Request Humber: 1

BUDGET CHECK PO

‘Description:

3 alue hd

All =
All ¥
All =
All x
All =
All ¥

4 Sorme -

All ¥

Business Unit: {|09000 '

4 oved

[ pispatched

(¥ complete ) [ Initial

[ canceled

O Pending Approval

& save | L\ Return to Search | +[E| Previous in List | +[E] Mext in List | [Z] Matify |

™ Open

[#] [=]

" Pending Cancel

Click

Fun I
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Process Scheduler Request

User ID: RMANWELL Run Control Il PO_BUDGET_CHECK

—

Server Name: | RunDate: |D1 052008 5]
Recurrence; T Run Time: |1 1:18:354M Resetto Current Date/Time |
Time Zone: I 3

Process List

Select Description Process Name Process Type ‘Type ‘Format Distriburtion
i Comm. Cntrl. Budget Processar FS_BF Application Engine |Web j |T}{T j Distribution
QK | Cancel |

Server Name: PSUNX

Select __“K__|. NOTE: Any encumbrance balance on the Closed PO will be returned to
your budget.

{ Budget Check Request
Run Control ID:  PO_BUDGET_CHECK Report Manacer (Erocess Monitary L_FUn
Process Instance 4682359
Budget Check Request i A First [4] A of 1 [»] Last
=
 once Redquest Number: 1
 Always ‘Description: |E|UDGET CHECK PO
~ pon't Run
‘Business Unit: IVaIue 'I Business Unit: IDQDDD a,
PO ID: All =
PO Date: All =
Actg Date: All -
PO Type: All -
Buyer ID: All -
Origin: All -
PO Status: lm I~ Approved — Dlﬁpatche(l I~ open
¥ complete ™ mitial
I~ canceled I~ Pending Approval [ Pending Cancel
Mid Roll Status: All =
B save | E\Returnta Searchl +[E Previous in List | +E] Mext in List | [=] Matity | [Er UpdateDisplay
Select Process Monitor link to review the process.
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[ Process List Y SewverList |

User ID: IRMAKWELL L Type: | j Last: m IDa\,fs vI Refrash |
Senver: I "I MName: I &, Instance:l to |
Run I vI Distribution | =] ¥ Save On Refresh

Status: Status
Process List
Select Instance Seq. Process Type LBrocess User Run Date Time Run Status Distnbulipn Details
Name Status

= 46823549 Application Engine FS_BF RMASNVELL 0101002008 11:18:358M C5T Success Posted
= 4682240 FSJob FODISP RMASWELL 1252852007 11:50:07AM C5T Success Fosted Details
= 4682239 Application Engine FS_BF REMASWELL 120282007 11:48:33AM CST Success Posted Details
= 4682236 PSJob PODISE RMASNELL 1202872007 11:45:03AM C5T Success Posted Detailz
= 4[B2235 Application Engine FS_BF RMASNELL 1202802007 11:43:358M C5T Success Posted Letails

Go backto PO Budget Check Reguest

F Save | [=] Motify |

Process List| Server List

When the job is complete, click Details Link.
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Process Detail

Recurrence:

Request Created On:
Run Anytime After:
Began Process At:

Ended Process At:

Ok | Cancel |

Instance: 4R823549 Type: Application Engine

Name: F5_BF Description: Comim. Cntrl. Budoet Processor
Run Status:  Success Distribution Status: Fosted

Run Control ID: PO_BUDGET_CHECK " Hold Request
Location: Server  Queue Request
Server: BSUN " Cancel Request

i Delete Request
" Restart Request

Q102008 11:22:56AM CST Farameters Transfer
01/10/2008 11:18:354M CST View Lacks
01/10/2008 11:23:07AM CST Batch Timings

01/10/2008 11:23:228M CST view LogTrace

Click Message Log link.
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Y/
Message Log
Instance: 46823549 Type: Application Engine
Name: F5_BP Description: Comm. Cntrl. Budget Processor

First E 1-12 of 12 |I| Last

Severity Log Time Message Text Explain

10 11:23:07 Al Commitrment Control Budoet Processing has begun.

Bedin request number 1 for Lser ID "RMAMELL" and Run 2
Control ID"FPO_BUDGET_CHECK" Explain |

e Mo documents were selected to process for regquest -
10 11:23:07 A S Explain |

Fequest 1 for "RMAWELL F'PO_BUDGET_CHECK!
completed successiilly

10 1123 02AM Gequeaﬂ Statistics. Documents Processed: 0, Errnr5:® Explain |

10 112307 AM

10 11:23:08AM Explain |

Wiarnings: 0

Begin request number 2 for User D "RMASYELL" and Run :
Control ID"PO_BUDGET_CHECK. Explain |

e Mo documents were selected to process for regquest -
10 11:23:08AM G O Explain |

10 11:23:08AM

Request 2 for "RMASNELL" F"PO_BUDGET_CHECK!

1[' 1123D8AM rnmlnlnfnd oo ety E}{plain |
pea Request 2 Statistics. Documents Processed: 0, Errars: O, =

10 11:23:08AM Q’Jarnings: 0 ) Explain |

10 11:23:08AM Commitment Control Budget Processing Complete. Explain |

Fublished message with Transaction ID of beaefafl-hbfal-
11:23:228M 11dc-ad1 b-c3bf8b to request to have report added in folder | Explain |
GEMERAL

11:23:22AM Successfully posted generated files to the report repositary  Explain |

Return
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CRITERIA FOR CLOSING PO
APPENDIX A

1. All vouchers associated with the PO must be posted.
2. The PO must be fully matched.
3. Fully Matched means:

a) The quantity ordered for each line on the PO is equal to the total quantity received and
matched.

b) The quantity ordered is within the specified Close PO Under Quantity Percent
Tolerance.

c) The PO is distributed by quantity and all quantities have been matched.

d) The PO is distributed by amount and the extended dollar amount has all been
matched.

e) If aline item has been canceled and all other lines are fully matched, the Matching
Hyperlink on the PO header will never update to Fully Matched but the PO will be
eligible to close.

4. If the PO is set up as No Match but Receiving is required, the receiving must either be
turned off or the product must be received.
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Purchase Orders Not qualified Messages

MESSAGE DEFFINITION RESOLUTION OVERRIDE
The PO Line is tied to an active Voucher; therefore it There is a voucher that has | The voucher needs to be No
may not be closed. not been posted. Therefore | fully processed. (Budget
it may not be matched or check, matched and posted
budget checked. and if possible paid.)
POs with Receiving Required On though not received | The PO is usually an AO You can either process a Yes
set up as No Match but the | receiver or turn receiving
PO was set up as off.
Receiving Required.
Receiving was not done. We prefer agencies begin
When the voucher was using the receiving.
created it was not required
to go through matching so
the voucher did not fail
match.
The Purchase Order may not be closed because it 1. The PO was not fully If you are sure you will not Yes
has not been fully Matched. received and/or paid and be using this PO again then
will not be. you can override the
criteria. If you are not sure
2. The PO will not fully then you need to process a
match because the change order
“Distribute By” selection
(PO distribution page) was On #1 you may want to
not fully utilized. If the process a Change Order.
“Distribute By” is AMOUNT On #2, if you have received
then you must fully match all your quantities and the
on amount. If the PO will not fully match it is
“Distribute By” is probably because it is
QUANTITY then you must “Distributed By” AMOUNT
fully match on quantity. and you have not fully
utilized all of the PO line
item(s) amount. You may
want to override the criteria.
The Purchase Order's Activity Date is greater Yes

than the Calculate PO Close Date.

Cannot close PO with unchecked or error
budget status on header.

The PO is in an error
status.

The PO is in an error
status and must be fixed
before the system will
close it.

No, if it is in an
error status.
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CLOSE A PURCHASE ORDER LINE

Purchasing>Purchase Order>Reconcile POs>Reconciliation Workbench

Reconciliation WorkBench
Enter any information vou have and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value Y Add a Mew Value |

Business Unit: I: vI |58EIEIEI Q
WorkBench ID:Ihegins wirith *" |

Description: |hegin5 wirith j|

[ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Walue | Add a3 Mew Walue

Input your BU, Workbench ID and click Search |, If it is the first time the user has run this

process, a Run Control ID must be created.

Reconciliation WorkBench

Filter Options

Business Unit: 8000 WaorkBench Il RECORM
Description: RECOMN

Enter search criteria and click aon Search. Leave hlank for all values.

Search Criteria

Purchase Order: | |5809001024 | € 14 | Q
PO Date: I i To: I— el
ActivityDate: | B To I
Due Date: I— El To: I— el
Request BL: I— Q Requisition ID: I— Q
Vendor I0: I Q

Item ID:; | Q

Buyer: | Q

Contract SetlD: | Q

GoMTACHP s s
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Buyer: | &
Contractseti: | &

Contract ID: | Q
Release Number: I_ Q

GPO ID: | Q

GPO Contract: |

T open [ approved [ Dispatched [ Cancelled [ Pending Appr

IRew Reqqd |Heceiving i Optional j

AN " Not Received O Partially Received Fully Received
mﬁ—

™ Required ™ Not Required
AN " None " Partial Match £ Fully Matched
@

r Open Encumbrances

ChartFields

2 Sub- Class-
GL LInit Account A_ccmll it Funi Type Fundin Dept Bud Ref
[ Q] al lal al Q] al af

Search | Return to Recanciliation WarkBench

Input the selection criteria and click  Search |,
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Reconciliation WorkBench {
Business Unit: aa000 WorkBench il RECOM 4
‘Description: |RECON f
Select POs for Further Processing >
List of Purchase Orders Customize | Find | Yiew

Cther o

Purchase Order g::ius PO Status Hold PO Date Last Activity Vendor ID Buyer i
[Flsz00001024 Digpatched M 0S/23/2004 07/20/2004 0000056794 {':;E'Ergj' M””'{
+

-

F 4

Y Select Al Clear All J
action: Approve | Unapprove| | cancel | ciose | Dispateh | Preview | :‘,

Click the Radio box located to the left of the Purchase Order number and scroll right.

wkBench
WorkBench ID: RECOMN

M

25sing

All | Download First [ 4 ot 4 [ Last

Match Change Blanket
Action Order PO

< PO Status Hold PO Date Last Activity Vendor ID Buyer Lines

s

Dispatched N 05/232004  07/20/2004 O00DD5ETH4 gasrg)'“"m”s Standard 1 =

3l

wapprove | carcel | Close |  Dispatch Freview

Click on the Lines Icon E.
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CORE Oklahoma

Business Unit:
Description:

PO Humber:

43000

RECOMN
5809001024

Select POs for Futher Processing

Details 4§ Contract Info

WorkBench ID: RECON %

Line Status kem ID

Active 06208020

Active 06208043013

Active 095955

I 3

¥ calact Al Clear Al

Description

Liguid Ink Roller

Ball "Schneider

¥ira 804" Fine Pt.

Ink Colors: Black, 12156 M
Blue or Red.
Specify attime of
order

Gel Ink Pens,
Archival ink,
permanent and
water proof Zebira
Jitnnie Gel Brand,
stick rubber grip,
hig ink resenair,
rmediurm paint
only. not refillahble
Colars: Black,
Blue ar Red.
Specify color
when ordering.
1% State Llze
Lewvy Fee

Category D Recv Reqd RFGID

4300000027

12175 M 5800000027

17441 M

RFQ Line

21

Notice all the lines have been selected; deselect the lines you do not want to close.
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CORE Oklahoma

[ PO NmeT;

Select POs for Further Processing

List of Purchase Order Lines
Details Y Cortract Info

Line Status

W 1 Active

[T 2| Active

[~ 3| Active

¥ Select Al

IReturn to Recanciliation YWarkBench I

Description CategoryID  Recv Reqd RFQID

Liquid Ink Raoller
Ball"Schneider

xira 804" Fine Pt

Ink Colors: Black, 12156
Blue or Red.

Specify attime of

order

Gellnk Pens,
Archival ink,
permanent and
water proof Zebra
Jimnie Gel Brand,
stick rubber grip,
hig ink reservoir, 12175
medium paint
anly. not refillable
Colors: Black,
Blue or Red.
Specify color
when ardering.

1% State Usea

Lewvy Fee Tradt

M 5800000027
M 5800000027
N

RFC Line

21

Click Return to Reconciliation Workbench link.
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CORE Oklahoma

Reconciliation WorkBench
Business Unit: 58000

‘Description: |RECON

Select POs for Further Processing
List of Purchase Orders

WaorkBench ID: RECORM

Doc
Purchase Order

¥ 5209001024

Custarnize | Find | i
Status PO Status Hold PO Date Last Acthaty Vendor ID Buyer
Dispatched N 05/23/2004  07/20/2004 0000056794 Sjaar;}' i

¥ Select Al

Clear All

Action: “Rprove LInapprave

Cancel | Dispatch

P ren e

Go To: Setfilter options

Process Request Options Process Monitor

Wiewy Processing Results

Click _ Close |,
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CORE Oklahoma

Processing Results N
Business Unit: 8000 WorkBench ID: RECON
*Description: |RECON

Select POs for Further Processing

Accounting Date for Action: IUNUEMUU8 i

[ update Budget Date Equal to Accounting Date

First [ 1 o 1 [ Last Qualified view all  First [ 1 0r 1 [ Last
PO 1D Log PO ID Line Sched Distrib Line
r m| ® 5809001024 1 =
¥ selectal  Cloearan
Procee(l:l Tes I Delete | Refurn to Reconciliation WarkBench

e NOTE: You must pay close attention to the qualified section. This section will tell you

if you are canceling a Purchase Order, Purchase Order Line, or Purchase Order
Schedule.

o If it was closing the Purchase Order only, the Purchase Order number will be
present.

o If you are closing the Purchase Order line, the Purchase Order number and
line will be present.

o If you are closing a schedule, the Purchase Order number, line and schedule
will be present.

Click %1

Continue to Close POs. (10224100

Yes | Mo |

Click %1
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CORE Oklahoma

Reconciliation WorkBench 4
Business Unit: 8000 WorkBenchID: RECORN ,;,
‘Description: |RECON 7
Select POs for Further Processing 4
List of Purchase Orders

Cther
Doc - Match chdf
Purchase Order Status PO Status Hold PO Date Last Activity Vendor 1D Buyer Action ord
¥ 5208001024 Dispatched N 05/23/2004  07/20/2004 0000567 G4 gaarg)'mc'ms Standard 1 ;
N
3
p
£
Lo
<
L
¥ Select Al Clear All 2

Action: Approve Unapprove Cancel Close Dizpatch Preview fi

Go To: Setfiter options  Process Request Options Process Monitor  Wiew Processing Results f}

Click on the Lines Icon = located to the right

COR131 PO/Req Closing Manual Page 75 of 77

Revised May 28, 2008



CORE Oklahoma

Select POs for Further Processing

List of Purchase Order Lines
Details Y Corfract Info

Line Status tem ID

@ 1 [closed |

06208020

[T 2 Active 06208043013

Active 0999495

3

¥ Select Al Clear Al

Description

CategoryID  RecvReqd RFQID

Liguid Ink Roller
Ball "Schneider
Fira 804" Fine Pt.
Ink Calars: Black,
Blue or Red.
Specify at time of
arder

Gel Ink Pens,
Archival ink,
permanent and
water proof Zehra
Jimnie Gel Brand,
stick rubber grip,
hig ink resenair,
rmedium point
anly. notrefillable
Colors: Black,
Blue ar Red.
Specify color
when ordering.

1% State Use
Lewvy Fee

12156 M 5800000027

12175 M 800000027

17441 &

RFQ Line

21

The line has been closed. This can also be done on the schedule line.
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CORE Oklahoma

"j Budget Header of Requisition 3400000123 is in Error, (10225,35)

The Requisition can be closed if its Budget Hdr Skatus is nok in error,
Ok |

This message is received during the Requisition Closing process and the user is trying to override the
message:

“Cannot close line with unchecked or error budget line status.”

The user must fix the requisition if needed and budget check.
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